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InterviewStream Counselor Role:

* Maintains an individual account.

» Sets up interview sets for a customer.

« Can create new interview questions.

» Sets up assessments for a customer.

» Assigns interview and invites customer to complete the interview.
» Critiques interviews for customers.
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Welcome,
Jason

Welcome to InterviewStream! Here you will find valuable
resources to assist you with your interviewing development.
Before you get started, make sure to view our InterviewAVebinar
and InterviewSuite that feature expert tips and advice on all
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Assignment/Self-Registration

Assignment codes, provided by your Counselor, register you for the
Assignment it belongs to.

Assignment Code OVE RVI EW

The Counselor account has the following menu options:

Assignments — Create interview assignments for customers and view status updates on current
assignments.

Interviews — View and assess interviews and store reviewed interviews.
Invitations — Invite users to complete assignments and download invitation lists.
Assessments — Create new assessment templates for interviews.

My Profile — Manage profile information name, password, and 508 accessibility.

User View — Shows the InterviewStream user view. **You can also Access the User View at any
time by clicking on the NYS Department of Labor Logo**



Counselor Role — Create New Assignment

1. From the Assignments tab select “Create New Assignment”
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ASSIGNMENTS

KEY: CO = COMPLETED
Assignment Due DT A Due DT Timezone Assignment Code Invited co
Test Assignment 3/18/2019 US/Eastern ecTnRBgbGZXT 1 [']

2. In the “Create an Assignment” page, fill out the required information, then select “Next”

CREATE AN ASSIGNMENT

Name
Sample Assignment

Description

Counselor Training

Due Date (EST)

02/28/2017 12:00 AM

Intro Video

InterviewStream Default Video




3. Select the questions you want to add to the interview from the Question Library

CREATE AN ASSIGNMENT

Question Library Selected Questions 0

Search Questions

Q

Clear Search

Administrative Assistant

Automotive Tech

Business

Business / C Iting / Busi IMarket Val

Business / Consulting / Case Question

Business ! Consulting / Client Skills

Business / Consulting / Consulting General
Business / Economics

Business | Energy / Corporate Strategy

* Denotes a custom folder.

4. Select the category and the question. To add the question, you can either select the plus icon
or drag and drop the question into the “Selected Questions” section.

CREATE AN ASSIGNMENT

Question Library Selected Questions 2

Search Questions
In yeur words what does our mission statement mean?

Search Q
Clear Search Response Type | Video »
— i i Reties | Unlimited v | Time Limit |2 minutes
Administrative Assistant
Tell me about a time yeu developed a strategy.
Automotive Tech
Response Type | Video »
Business. Rretres [Unlimited v | 7ime Lt [2 minutes v

Were you responsikle for processing expense reports? How were
they completed?

RECORD/MANAG.® QUESTIONS

What division or brand would you like to work on and why?
What is the most interesting trend in technology right now?
What is your favorite start up right now?

What trends have you seen in the industry in our category?

* Denotes a custom folder.



You can also record new questions if you have a webcam or create text-based questions by selecting
‘Record/Manage Questions”

CREATE AN ASSIGNMENT

Question Library Selected Questions o

Search Questions
Search Q

Clear Search

Administrative Assistant ~
Automotive Tech

Business

Business / Consulting / Business/Market Valuation

Business / Consulting / Case Question

Business / Consulting / Client Skills
RECORD/MANAGE QUESTIONS NEXT =
Business / Consulting / Consulting General

Business / Economics

Business / Energy / Corporate Strategy

* Denotes a custom folder.

The “Manage Custom Questions” options will display. From here, you can create a new folder and
either record a new question or create a text-based question.

MANAGE CUSTOM QUESTIONS

To see your Recorded Question appear in the Question Libraryfor use with this Assignment, please create a Folder by clicking "Create
Folder" and assign your Recorded Question to the Folder by dragging and dropping the question into the desired folder

Folders Recorded Questions

CREATE FOLDER RECORD QUESTION | ADD A TEXT QUESTION




5. After you have selected all your interview questions, you will be on the “Create an Assignment
page. From here, you can either email the assignment to the customer(s) or you can allow
customers to register with an Assignment Code. You can also choose to receive an email
when every user completes an interview. Once you have completed the fields, select “Create”.

CREATE AN ASSIGNMENT

Message to Recipients (T

Recipient's E-mail(s) (Hit enter after each &

Or select a csv file populated with just the emails

Upload a comma delimited file (CSV) here that contains a list of email address. You can convert an Excel
spreadsheet with a list of emails to a CSV. by clicking "Save As” and choosing the "CSV" file type as shown below.
Click here to download a sample of what the Excel file should look like before saving as a C3V.

Save ss e (Excal (o) L)

Choose File | Mo file chosen
Check to allow Users to self-register if they provide the correct Assignment code.

Check to receive an email for every User that completes an interview.

CREATE

6. The new assignment will be available in your assignments list. You can view the Assignment
Code next to the due date for the assignment.
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ASSIGNMENTS

KEY: CO=COMPLETED

Assignment Due DT 4 Due DT Timezone Assignment Code Invited co

- ] g
Test Assignment 3182019 US/Easten I_. e .q__' W FGFH 0 0
Ll R L |




Counselor Role — Assignment Interviews

1. When a customer completes an interview, it will be available to view from the Assignment
Interviews tab. To review the assignment, select the User’'s name. Once the assignment is
reviewed, check the box next to the name to mark it as reviewed.
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ASSIGNMENT INTERVIEWS
--- ALL Assignments - v [ Not Marked Reviewed [ Seff Assessed?
Created After A Created Before A E Addre:

Name Assignment Email Completion Date Timezone

2. You can begin your assessment by viewing the interview answers. You can view an answer
by selecting the question on the right-hand side. You can use the Filler Word counter and post
comments to each answer.

< All Interviews

Symone Wango -

Would You Hire You? Complete Your Assessment.

In your words what does our mission statement mean?
Tell me about a fime you developed a strategy.

Comment

m E ¢ Pause video when | begin typing.




3. Below the recorded interview answers is the assessment that is associated with the interview.
Fill out the fields and then select “Save My Assessment” at the bottom of the page. The
assessment will then be sent to the customer.

ASSESSMENT
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Counselor Role — Assignment Invitations

1. From the Invitations tab you can export, edit, resend, or delete invitations that you send to
customers. You can also view the activity that has occurred on the invitations. Select the
assignment from the dropdown to manage the invitation.
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ASSIGNMENT INVITATIONS

Complete
™ Link Not Clicked

Filter grid results for a specific Assignment.

Clear all fillers
Started
EXPORT* DELETE RESEND SEND NEW INVITATIONS

O Username Name Assignment Sent v Expires

O Jason Piacente Test Assignment 3112019 3ansrzo019



Counselor Role — Assessment Templates

1. You can create a new assessment template for an interview from the Assessments tab by
selecting “Create New Assessment”
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ASSESSMENT TEMPLATES @w

Assessment Name Location Admin Name Create Date Status

A Uses
InterviewStream Assessment New York State Department of Labor - Division of Employment & Workforce Solutions 11/6/2015 Complete 17
InterviewStream Assessment Flushing - Workforce1 Career Center 12/8/2015 Complete
InterviewStream Assessment Syracuse - CNY Works 12/8/2015 Complete
InterviewStream Assessment Varick St - Lower Manhattan Workforce1 Career Center 12/8/2015 Complete
InterviewStream Assessment Buffalo - Buffale Career Center 12/8/2015 Complete 1
InterviewStream Assessment Alpany - Career Central 12/8/12015 Complete 3

2. This will bring you to the Assessment Wizard where you can name the assessment and then
add new categories and criteria to assess the interviewee. You can assign a rating scale to
any criteria by selecting “Rating Scale”

7‘: Exit Assessment Wizard

ASSESSMENT WIZARD

Assessment name: Select a location

Albany - Career Central ﬂ

ADD CATEGORY ©

CATEGORY

ADD CRITERIA ©

RATING SCALE



3. You can create new rating scales and/or update the preselected fields. You can also add new
rating selections by selecting “Add New Rating”. Once you are finished, select “Submit
Ratings” and they will be applied to all the criteria.

ADD NEW RATING &

Mesds Improvement

SUBMIT RATINGS +

4. Select “Next” once you have entered all the Categories and Criteria

ADD CRITERIA @

RATING SCALE NEXT =



5. You can create helper text to assist someone while filling out the rating scales. Select “Create”
when you are finished creating the assessment.

ASSESSMENT WIZARD

Create Helper Texts
Sample Criteria #1 e

N

Does not apply

Meeds Improvement

Can improve on an area

Good

Excellent
Sample Criteria #2 +]
Sample Criteria #3 (+]
Criteria #1 (4]

6. The new assessment will be listed in the Assessment Templates tab where you can edit, copy,
or preview it
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ASSESSMENT TEMPLATES

Assessment Name Location Admin Name Create Date Status A Uses
InterviewStream Assessment New York State Department of Labor - Division of Employment & Workforce Solutions 11/6/2015 Complete 17
InterviewStream Assessment Flushing - Workforce1 Career Cenfer 12/8/12015 Complete
InterviewStream Assessment Syracuse - CNY Works 12/8/12015 Complete
InterviewStream Assessment Varick St. - Lower Manhattan Workforce1 Career Center 12/8/12015 Complete
InterviewStream Assessment Buffalo - Buffalo Career Center 12/8/2015 Complete 1
InterviewStream Assessment Albany - Career Central 12/8/2015 Complete 3



Counselor Role — My Profile

You can manage your profile information or update your password from the My Profile tab.
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MY PROFILE

Manage your profile information

First Name

Jason

Last Name

Piacente

Middle Initial

Change your password

CHANGE PASSWORD

Please click below to setup 2 factor authentication via email message

ENABLE 2FA

How often to send alerts for "Counselor Review" requests

MNever ﬂ

Manage 508 accessibility features

[0 Check this bex to enable sitewide accessibility features, including keyboard navigation and screen reader compatibility.

UPDATE MY PROFILE



